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ADMINISTRATTIVE MEMO NO. 13
(to replace Meres. Ne. 3F and 5)

Decerber 28, 1942
TO DIVISION /ND SECTION CHIEFS OF FBIS:

. Routing and Filins of Cerrespondence

(1) A1l incoming mail is received by Mail and Files, and after
being handled, returns to Mail and Files for classification and per-
manent f£iling, together with threce carbens of such reply to the
letter as hos been nade.

s (2) In addition to Mail ond Filcs, division heads and adninis-
(- trative officers may keep their own Aivieicnel file for purposes cof

kceping clese at han? carbons of letters of reply which they have nnde.
In the case of an inconming letter of dccumentary valuc, or which nccds

to be referred te freque qtlJ, a corben copy of the crizinal may be made
and kept in the divisicnnl file.

(3) L1l correspendence frem the FBIS te azoncies or corgenizations

ag
* cutsidc the FBIS or thc bCC shall be sizned by the Dircctor. he sanc
ig truc of tOlO”Tgpl cable mesaases te and frenm cutszide ageoncics

In mmny caseg such corlcppcnﬂcnco will actuclly be preparcd by d1v1ulon
heats and sent te the Dircctor for his signaturce. In his abscnce the

- Aseistont to the Dirceter will provide the signaturc. [fny
corro,pondcncc adéressed te Cabinct mombers, the heads of Government
depa tmcnts cr ~f independent apgencics, shall be signed by the Chair-
ran of the Cerrilssicn rother than the Dircctor of FBIS. ‘

: : (k) When inceming letters te division chiefs arc net dispesed of
- by reply and filed in Mail ond Filee during the current day, they nay
remain os cn-tep-of-the-desk current correspondence in the divisicn
cfficc cr the office of tao Civisicnal secrctory. Such matericl sheuld
never be of guch velune thnt it cannct be readily preduced in responsc
to a query. It is cxnccfev thet such inceninz letters shall not rerain
as currcnt for morce than one weck; at leagt acknowledsment shculd be
made within thet time. The dispocal of such current letters neans that
they will be autcmatically returnced to Moil and Tiles, together with
carbens of the letters of renly, te be available for later refercnce
and usc by aony nerber of the Scrvice. '

(5) Mest divieion offices will wish to keep in their divisicnal
filcs carben cepics of a certonin preoperticn of cutgeing rnil in a special
"Hold" filc, in oricr that o pericdic sccrctarial check may be kept on
requests moﬁc of other nembers of the steff cor other agencics to sce

that there is n responsc within a recsenable cr specificd length of
tinc. This will help te prevent any ton lency to keep incoming letters
cut of Moil ond Files.

There arc scrc coxceotieons te this zeneral arrangement which are spe-
cifically neted beleow:
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(1) Exceptions to the rule that thc Dircctor shall sign all corres-
pondence addressed to persons outside the Commission are as follows:

a. Mr, Moore as Senior Administrative Officer signs
answers to routine applications for positions.

b. Dr. Watson as Chief of the Analysis Division
gligns answers to routine applications and letters
accompanying responses to routine and repeated
requests from other agsncices for spccial reports
or material. Coples of these replies arc scnt

to the Dircctor's Office.

The foregoing does not apply to answers of any
kind to officers of foreign governments, which
should always bc signed by the Dircctor.

(2) Mr. Moorc's personncl filc operates as an cxtension of Mail and
Files, retaining the classifications used by our Mail and Files, for
all corrcspondcnce rclating to personncl applications and rccords. The
Analysis Division may retain personnel files for a "current" on-top-of-
the-desk period, but they are to be permancntly filed in Mr. Moore's
office. It should be noted that the personnel file in Mr. Moore's officc
is a scction of our Mall and Files, and that our Mail and Files is it-
sclf a branch of the general FCC Mail and Files, and that its classifi-
cations arc 8o arranged that at any later period, with reorganization,
our filcs can be consolidated with the main FCC files by merc physical
rclocation. "

(3) Mr. Grandin's office keeps the file of memoranda and messages to
end from the various field offices of the Scrvice. In this case also
this mcssage file is a branch of our Mail and Files, and its classifica-
tions should follow thosc of the general FCC Mail and Files orgenization.
Messages and cables scnt to other agencics, however, are filed with our
Mail and Files Division.

(k) All memoranda ond mossages to and. from the field offices are
routed through Mr. Grandin. Copies of all such moessages, however, ex-
cept those of a purcly routine charactor, are sent to the Office of the
Director. o '

(5) The Direcctor's Officc keeps a filc of carbon copies of letters
written to the Scervice making favorable comment upon its work. This,
however, 18 again a special file of carbons, not originals. When letters
of this character arc received by others in the Service, they should be
forwarded to the Dircctor's Office, where copics will be made, and the
originals will then bc scnt to Mail and Files.

Mrs. Cox, Becrctary to the Director, working with Mr. Waple, will sec
that the arrangements dcefined above are put into cexccution.

~

Robcrt D. Leigh

Director . :
Foreilgn Broadcast Intelligence Service
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